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gvey -~ To determine the bearing of volume and

Le
document Hw ' 3 hres upon the wak of intellisence officers asd
to isolute gpec for apecial study.

2a w-mmanmiﬂmiﬂmmw
gence officers, includ: geogrephers and similer reseerch persormel:
however, certain personnel in staff cz supervisory copacities, having hey

relationships to the problems were also interviewed, Fecompendations of
senior personnel were followed 1in selecting persons for interview,

8. Total of 108 persace were interviewed, inelalilag 45 saving
posltions of branch echief or higher, in 43 branches ang 1° dlvisions
of 081 and OFR. {See Tab A Tor furthey details )

3« TFiodings related % o volume.

&. ‘The intelligence officers interviewed were practically
WummmWMMﬁawmm
volume of meterisl received by them that had no bearing on their
responsibilities for intelligence profdustion and meintenance.
dowever, o relatively smel) muber of individual docwments vere
fam&%ehwwﬁfli%orm%m&m&dh&%ﬂﬁ.
mmmum,wwmmmxew,vm
to their work, were not being veceived.

be - Galy & faw cases were found where there was a substential
Smount of saterial oo hand 1n the "in-basket” o be processed, =and
mmmmMthMmm

(uwmmwwmamﬁie
“ereash® sasignments, requiring full-time attontion; and
(2) Imek of time to dimpowe of busklog accumulated Guring

leeve, wwwmmm,ﬁmmmimﬂw
clerionl, viwse inewdent would sssist in eliminating backiog.

25X1

; o of pertinest, though perhaps marginel, msterial. Some divisicn
¢ 5 chlefs and deputios were not as willing as their sudbcrdinates to
:;. mmmmintyxammmwmmm
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routine production, but alsc special crash sssigrmwents; and as a
consequence some aave taken steps to limit internal dissemination.
(This alsc spplies to some branches.)

d. In sddition to the screening snd routing done by the
OCD and CRR groups, both of which were highly commended by those
interviewed, there is msually at least ane or more sereenings before
the material reaches the individual 10, Tais is nsually done at
the division level in O8I and the branch level in CRR. However, an
asdditional echelon of sereening and routing is imposed in the
Geographic Ares, involving considerable extra handling and trens-
portetion time, since s considerable emount of material goes from
¥ Building to Building 1), via the Auditorium. In sddition to
screening meterisl, same components do not route certain dociments
and accession lists, but keep them at a centra) location, aveilable
to all interested personnel. One branch in OFR routes no incoming
documents to iadividual I0's but keeps them sll in a resding room
for a specified musber of days, depending on whether they are to be
routed further.

€+ Although changes in reading guides are mande on an sd hoe
basis, two years or more may elapse between formal, dceumsnted revisions
in reading requirements.
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se The voluse of domments recelved is oot & generel problem,
WW,MWWMM;MW&M%M%*
sequently, most effurts to reduce volume must be dovotad to ape-
eziﬂeamu!amdmkiﬁ.ty. For sxueple, the time Gevolad to
undling the incoming documsnts is usamlly & moye impertent factor
mmmmww {Time devoted to precessing
incveing documents veries from 1} ¢ 35 hows for ladivideals;
snd is depenxient on such factors as reading rete, slevies] sssist-
sace, type of mroject, physical werking copditioms, etc.)

k. Reagparch is & process of sabsustive iovestigstion, and
raview of large escamts of meterial for pertinency 0 ¢ resesr:st
mroject, is a concondtant of such & process; snd it 15 the ganarnl
belief of IG's that such review can best be scoompliished by the
person directly responsibis for the project.

ce ‘The proscal systess of sereening apd routing mre effsy-
tive in reduxing a large gropoition of the incoming smterial of
ne velue to the individunl, Dut refinements in the systen might
elimioete a porticon of the volume recelved by the {sdividual,
inclauding items of low value.

4. Haterial of ¢ geewel &r sdministretive eture, nct
bearing om the I0's work, was menticoned by soms I0's ss semething
thet could b slisdreted.

'R ms&amrwmwimggm&m
slready being utilised by certein compononts) are se follows:

{1} Pericdic, systematic, review of both indtvidwl and
types of documonts reguired, stsrting with the ioftividue]
officer and Wllding wp reguiremsnts fmr twench sndfor 4dvi-
aim,‘mtwﬂhimmmmmmm
and beckad by divisior snd brench directives. This weuld
cspure koeplng resding guldes up to date on 2 peyicdic basis
bt ad hoe changes could else be mede %8 reguired. Copies

mem,mmwwafmwsm,mﬁ
indtistive vas teken to stop them.)

{2) Hove seloctive requivements for resding guides.
To be soceptable to many officers, this method should e
coupled with utilizntion of experienced and trsined 10's o
the resding penels, possibly by rotaticn. {(An indicstion
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that requiremente é&-guim are too broad ig the fact thst 294
of the raterisl received by one division i{s so irrelevent, it
is destroyed at & central pointin the division.)

{3} Centrmlized scresning and eer-mariin: at divisios or
branch level. Bince ordinerily the individusl To knows his
projects better thsn soyone elae, this involves a enloulntesd
risk thut some material of value may not reech nlm, wut this
mast he welzhed ageinat other respousibilities of t%e branch
or divisicn by 2 line superviser. Thais type of deciaton should
be made by opereting rether than stefd officials.

mam&%wamumxmugm@emw‘wmé

profeseional dutics, conversion of high grede, vacant professionsl

alots m&%mﬁwmmmmmem
Acurs deveted to routine, intelligence maintensnce, {4 recent
T/ praposal received by the Meragement Stafl indiestes acee
attention 1 being ziven 4o this.)

(53) Hore definitive snd curvemt statements of funetioon ang
policies, with disseminetion to el berscnnel. e need for docu-

currest intelligemee support. {Isolated {nstances whers funations
wore Tourd to e asbigwous or nanconcurrent Wwill be taken w» wita
the sppropriate office.)

{8} ®Beview of orgaaization and functions to assure related
wod interdependent fMunctices and comporents ore properly orveiped.,

{7} Use of Bulletin boards for anelangified matter inntend
wi b ing,

dw Fiedings relsted to timing.

e Delay 1nme1§tﬁf%aemzmsmfwaatawafmamemm
0 IG's than volue.

Ue  Delays were found te be of several types:
(1) Time log oo
production Plguws in v

branch January 1955, )}
{2} Time legs due to delays In conssoutive mmizﬁ,

| (eog. Apr1y 9ok
3 aistriouted July 195&; received in
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(3) Time lags - (CD to brench. {e.g. ease where State Dept.
received CIA report befors Cffice. Study by W/AG revealed that
6 parcvent of & sasmple U15 documents tock 15 days or over 0 resch
the branch from OOD coding seetion.)

(k) Tiee lege in receliving mesterial requested from Clandestine
parvices.

{(5) Time lsgs in receipt of reports from the militery services.
{5} Time lags in receipt of materisl reguested from other
agenciesn. (10's vreport pupshasing booke which take too loag to

boyrow, e thet matericl obteined personally in hours st Librery
of Congress takes weeks through chasnels. )
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Go Albhough eweagh nfewmetlon wee obtelned o indicsts thet

"Mmmam&m; mmmmmamm@ma P

dortion, this swvay ves ot extenudve wough to detemadne whetho:
cwrtaln deloys mw memmwm be
Isodated caoetions.
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e g Wﬁ:ﬁg forr 8 ilpdted time st Sivision o Ywsieh level
for rsferenss Ly T0'e of piblicetdorne, sceossion iiste, wto. in-
el of routing xberoally.
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7. Findings ou othex sspects of documend nandiing.

t. TPsciiities Yor reproducing docusents ere considered by
pany perscns to be grossly imsdequete. This applies not only W
loeal facilities in thw OFfices But also %o delays in centrel
facilities.

e In ganersl, coments wire fevorsble ss to OCD reference
facilities, but thore vere indicntions of lack of mowledge as to
best utilization of the facilities. Some 10°% are unsuccesatul
in recovering documents, but others beve no diffieulty. Bome com-
ments were received to the effect that the OUD colding system is
too goneral, sad that S0-D8 documents 1947-1950 are wnevallsble .

¢. Compents weve received on the newd for more Ruseisn
language Jowrnals, newspapers, end economic documents. One sug-
gestion vas for the esteblishment of & Fussisn Benfing Panel to
expedite handling of such documents.

d. IExpressions were received that more sceession lists
nigat be helpful, sod that bresking downm the liste ny tople wouid
save I0's time.

s Comelusions aad recosmendations on other sspects of document
handling.

. Locel time lags 1o reprofuction in ORR will de studied
under Project 5-51, ad arrangements are being made to discuse the
problen of cestral reproduction with L0 persoanel and the Assistant
HMansgement Officer, IO/A Area.

. GEhestion of intelligence officers in using reference
facilities would undcihtedly be bemeficial to all concerned. Some
ladfontion vas reteivad thet as refersnce sevice was fomd mose
ugeful srelysts would be more willing 4o Torego some materisl now
seing rosted to them.

. Witk the inoreased mmber of I0's treined and now being

trained in the Russian language, this factor should de considered in

future plarming for procurement, duplicstion, and processing of Hussisn

d. ‘Ihe feaaibility of bremking downm scoepsion lists on » topicel
sasis should ve sonsidered, together with the progsibillity of routing

cnly applieshle portions.

@. Tae feasibility of entirely nev syatems of document hendling,
suacn as the maehine routing of documents o mubshitutior of accession

liste for domument routing are possibilities whiioh were considerad
seyond the seope nf tae survey sud were not explored.
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